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CHAPTER I
INTRODUCTION
WordPerfect 5.1 is currently being taught in the Clerk-Typist Program at
Pickaway-Ross Vocational Center. WordPerfect 5.1 is one of the newest word
processing programs being offered at the school. Students in the ClerkTypist program who learn WordPerfect can expect to be employed in area
business offices in a variety of entry-level positions, such as receptionist,
general office clerk, clerk-typist, word processing secretary, computer opera
tor, or in any combination of these positions.
The Course of Study which is required by the state for all vocational
programs states that practical learning opportunities must be organized to
assure all students instruction and experience in all tasks included in the
program. According to Wesley, Krockover, and Hicks (1985) "Individualized
instruction made possible through computers, can provide an educational
environment tailored to students learning styles." The abilities are the first
important consideration. Students learn faster and remember what they
have learned longer if what they are learning is meaningful to them.
At Pickaway-Ross Vocational Center, WordPerfect is used on a rotational
basis, therefore, a frequency chart is utilized in the development of a progress
chart which assures that all students are rotated to experience a variety of
tasks or modules of instruction. The role of the instructor will be to review
and coach students as they rotate through the modules.
Although any method of instruction found to be effective in the training
and education of students may be used, individualized instruction, group
activities, and simulations are stressed.
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Justification of Problem
Beginning with the 1990-91 school year, WordPerfect 5.1 was taught on a
rotational basis, which means that the teacher taught WordPerfect as well as
two additional rotation subjects. This necessitated a student-centered in
structional strategy approach in order for one instructor to handle three
rotations in a laboratory setting.
Problem Statement
The purpose of this proposal was to develop a student handbook using
WordPerfect 5.1 for the Clerk-Typist program.
Procedure
Subjects: The subjects who will benefit from this handbook are seniors who
are usually females and enrolled in the Clerk-Typist program at PickawayRoss Vocational Center. The ability levels of these students range from low
to average, and the majority do not plan to continue their education after
graduation from high school.
Setting: Pickaway-Ross Vocational Center is a vocational school located in
Ross County near Chillicothe, Ohio. There are eight high schools located in
Pickaway and Ross Counties which send students to the Vocational Center.
This is a rural, agricultural area with approximately 750 students attending
the center.
The actual school day consists of two, forty-five minute academic periods
and a related period. There is also a two hour and forty-five minute labora
tory period. The lab contains one large area with four senior programs oper
ating at the same time. Each program has at least twelve typewriters, eight
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dual-disk drive IBM computers, three hard-drive IBM computers, nineteen
office desks equipped with calculators and dictation machines.
Data Collection: The Course of Study for the Clerk-Typist program will be
utilized in developing the WordPerfect handbook for students. In addition,
WordPerfect texts, Journals, and other periodicals will also be used for infor
mation.
Format of the Handbook: The student handbook for the Clerk-Typist program
was organized so that objectives and activities will be presented in a logical
sequence covering nine weeks. Areas included were: setting tabs and mar
gins, pagination, creating a file, headers and footers, moving text, copying
text, merging files, loading the program, and deleting files.
Definition of Terms
WordPerfect 5.1 - WordPerfect is the name of a word processing program and
5.1 is the version number.
Rotation —Scheduling students so that they spend an equal amount of time
on the variety of equipment.
Assumption and Limitations
A major assumption relating to this handbook is that all students would
not necessarily accomplish all activities to the same degree of proficiency. All
students, however, would be expected to achieve to the level of their ability
and would be prepared for at least an entry-level office position by the end of
their senior year.

CHAPTER II
REVIEW OF RELATED LITERATURE

The development of any student handbook should include objectives and
activities that correspond with the course of study. According to the Policies
Commission for Business and Economic Education, the objectives are as
follows:
Business education achieves its goals throughSpecialized instruction to prepare students for careers in business.
Fundamental instruction to help students assume their economic roles as
consumers, workers, and citizens.
Background instruction to assist students in preparing for professional
careers requiring advanced study.
Vocational Business Education strives to develop the skills required in a
specific business/office occupation. The National Commission on Secondary
Education reported that good vocational programs enable individualized
learning, motivation, and field-based experiences which provide an opportu
nity to gain valuable insights into the work world. (Rehm 1989)
Storing, retrieving, creating, distributing, and exchanging information is
an important part of our economy and the focus of many jobs which did not
exist a decade ago.
Lifelong learning skills are an important goal in preparing students for
the high tech age. Today's average working person is faced with job changes
as well as obsolescence. Many change jobs four or five times during their
lives. The introduction to the National Goals for Education stressed that we
must recognize that education is a lifelong pursuit, not just an endeavor for
our children. This is especially important for students who are at risk of

5

academic failure. Vocational teachers have a multifold purpose: preparing
students for entrance into the world of work in a technological society, pre
paring students for a meaningful life and lifelong learning, and collaborating
with business and industry to improve the education process. (Cooke p. 26)
Students must learn thinking skills that will help them to become inde
pendent learners in order to transfer these skills in a variety of settings.
(Gail Caissy)
There are many factors that affect school learning. Students differ in the
amount of time required to learn a task, and one researcher suggested that
one way to provide learning opportunity is to allow students to proceed
through instruction at their own rate. (Carroll, 1963) The use of a student
handbook offers the opportunity for students to work individually as well as
to use problem solving skills. Students also learn to handle information,
organization skills and to complete goals.
Using the computer for learning software helps the student to become
more confident in learning a new skill, fosters creativity, and allows some
control in an individualized lesson. The learner may control lesson pace,
sequence, content, or feedback.
Literature in the business education field has stressed the crucial link
between vocational education and business and industry. In order to assist
students with employment after high school, the curriculum includes subjects
that meet the needs of business. The emphasis on computer technology has
changed the work environment, therefore, the vocational curriculum has
included several software packages to prepare students for work.
The fifth goal challenged by the U.S. Department of Education is that
every adult will be literate and possess the skills necessary to compete in a
global economy. To accomplish this goal, business and industry will have to
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be involved in education. In addition, all workers should have the opportu
nity to acquire the skills needed to adapt to new technologies and work meth
ods, through public and private educational, vocational and technical work
place or other programs.
In a national conference of corporate Chief Executive Officers, human
resource managers, school superintendents, educators, and training experts,
the U.S. Secretary of Labor reported that for America to succeed in the highly
competitive global marketplace, it is crucial to build stronger links between
school and work.
At the national conference, the U.S. Secretary of Labor also gave the
criteria to achieve this link:
School-to-Work programs should motivate youth to stay
in school and become productive citizens.
School-to-Work programs should continue to push high
achievement levels.
School-to-Work programs should link classroom curriculum
to work-site experience and learning.
School-to-Work programs should enhance the participants'
chances for employment.
The National Goals for Education stressed that all Americans have an
important part in the success of our education system, and every part of our
society must be involved in meeting that challenge. In addition, communi
ties, business and civic groups, and state, local, and federal government each
has a vital role to play to ensure success.
At the hearing held by the Vocational Association, it was suggested that
vocational education provides an increased chance of employment for poten
tial employees into the labor market through acquiring employability and
occupational skills.
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A partnership between the private sector and educators can be developed
by taking advantage of the skill and knowledge that each has to offer. (Hoyt,
1991) People from the private sector have knowledge regarding the nature of
the workplace and the kinds of skills that are required for success. Teachers
can contribute knowledge regarding how to organize materials for effective
instruction, how to relate with pupils, and how to help students learn.
Teachers can provide motivation for pupils to learn by emphasizing
relationships between the curriculum and the requirements of today's work
place. The private sector could assist a great deal by serving as resource
consultants or advisors in the classroom.
Students must learn about employability skills and work ethics to be a
productive worker in the private sector. The National Alliance of Business
has recommended that teaching productive work habits should become part
of the curriculum. Part of learning employability skills and work ethics
should be hands-on training in which students are given the chance to ex
plore careers through actual exposure to the workplace. Vocational Educa
tion has traditionally provided an applied learning environment in which
students participate in actual job tasks.
A 1987 study of over 100 vocational education teachers in business,
health occupations, home-economics and industrial education showed that
out of 50 possibilities, teachers rate five qualities as the most important
ethical characteristics for worker success in all occupations: reliability and
trustworthiness, willingness to work, willingness to learn, responsibility for
one's actions, and the ability to work cooperatively. (Miller and Coady) A
worker with these characteristics would have the ability to recognize ethical
problems, exercise ethical reasoning skills, resolve ethical conflicts, and
implement ethical decisions.
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When preparing students for work, it is important to teach them to set
goals. According to Harvey (1987, p. 33), the following points must be empha
sized:
Goals must be reasonable.
Goals must be challenging.
Goals must be realistic.
Goals should incorporate needs, values, and abilities.
Goals must be specific.
Goals must be prioritized.
Goals must be flexible.
To assist the student in reaching these goals, it is this researcher's opin
ion that self-confidence will affect how the student performs a learning activ
ity. It is important to set goals which help students feel successful. One of the
primary goals in vocational business is to prepare students to succeed as
workers and leaders in business.
Using the computer for learning software helps the student to become
more confident in learning a new skill, fosters creativity, and allows some
control in an individualized lesson. The student may control lesson pace,
sequence, content and/or feedback.
Problem solving is a skill that students should be able to transfer to the
workforce. Gail Caissy emphasized that specific skills and knowledge areas
must be developed or added to in our school curriculum to prepare our stu
dents to perform in the high technological age.
Combs stated that "effective problem solving is learned by confronting
events, defining problems, puzzling with them and searching for effective
solutions." This researcher thought that problem solving was a creative
process that would be utilized in a handbook with a variety of activities.
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Students using the WordPerfect Handbook would be required to experi
ment and solve daily activities at an individual pace.
Many of the students at Pickaway-Ross are low to average abilities and
would benefit from individualization and hands-on activities on a routine
basis. Research has shown that the curriculum and teaching of successful
programs must be different from what is usually offered in the high school
curriculum. Individualization, clear objectives, prompt feedback, concrete
evidence of progress, and an active role for students are dominant features.
(Wehlage, Rutter, and Tumbaugh, 1987) An active learner is more produc
tive than a student being given a lecture where he sits passively. In the
future, attention will be focused on learner productivity rather than teacher
productivity. The advantage of active learning is unlimited feedback. (Van
Hom)
The use of the computer helps solve the problem of the range of abilities
because it relieves the pressure on the teacher to be the source of all informa
tion. In addition, the computer contains no biases or uniform expectations for
all students. Pupils also have an opportunity for an unlimited number of
trials with consistent feedback.
Recent research has focused on classroom organization and management,
including time spent on academic tasks, evaluation of student performance
and school management. An increase in time spent on concrete learning
activities. . .tends to increase achievement. (Sielwith, 1988)
The use of time on tasks in the field of Business and Office Education
was studied by Halasz and Behm. (1983) They found that 65 to 76 percent of
instructional time was spent on task. The researchers found that time on
task can be increased by defining goals clearly, preplanning and organizing
for the classroom, and encouraging students to work independently.
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Teachers expect students to remember the directions for completing a
task and the order in which they are to be carried out. All individuals have
their own learning style, therefore, would find remembering verbal instruc
tions difficult. One researcher commented that "if the directions were written
in a logical sequence, the student would be successful at remembering the
directions." (Glover, p. 33)
Many students who are not auditory learners become frustrated when
they do not remember the instructions and become potential discipline prob
lems. There is a link between individual differences and effective instruction.
One researcher wrote that any secondary student could be tested for learning
style and within minutes the results would show how the student learns
more easily and remembers longer. (Dunn and Griggs) A student handbook
would give them more control over their learning because the directions are
written in a concise and planned sequence.
Howard Seeman reported that when working with school dropouts in the
Playing to Win Organization, the use of the computer was the answer to
juveniles who were discipline problems. Their time seemed to go fast because
they spent more time on task and students seemed interested in learning.
The second goal that is challenged by the U.S. Department of Education is
that by the year 2000, the high school graduation rate will increase to at least
90 percent.
A student handbook would allow the student to work individually and
receive immediate feedback and, as a result, increase self-esteem.
Over 700 research papers were analyzed to develop a general profile of
an effective teacher during the 1980s. (Langlois) It was found that the effec
tive teachers make the most of time available for instruction and to involve
students in their learning. Effective teachers present a lesson with as few
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interruptions as possible. In addition they stop and start lessons on time.
They also manage student behavior well by introducing the rules the first day
of school and making students aware of the consequence of their behavior and
apply rules consistently.
Effective teachers have routines to begin and end class which allows the
student to spend more time on task. They plan activities which come right
after another. As a result, the class interest is high. Students can begin to
work quickly when the teacher gives class directions.
Research also supports that effective teachers display positive attitudes
by exhibiting enthusiasm and energy in their voices and expressions. They
also believe their subject is important and set high standards for academic
work.
Effective teachers know that students have different capabilities and
rates of learning, therefore, have challenging assignments for students who
finish early.
Effective teachers record results of student assignments when they plan
a new lesson. Such planning ensures continuing student success.
The goal of the effective teacher is an independent learner.
To teach vocational ethics, the teacher plays the roles of facilitator and
participant. As a facilitator, the teacher establishes and maintains the struc
ture of the lesson and keeps the learning process going. As a participant, the
teacher models the qualities of an ethical worker which include showing
respect for other ideas, sense of humor, tolerance for ambiguity, willingness
to listen and participate in discussions, use of appropriate verbal and
nonverbal communication.
Role playing is one way to teach ethical problem solving. It allows stu
dents to observe and evaluate the consequence of their choices. By teaching
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work ethics in this manner, teachers can help students to acquire and prac
tice the knowledge and skills that each student will need in the workforce.
Learning information-processing skills will prepare students to work
with information and will provide a basis for lifelong learning. Information
processing skills includes skills from four areas: research, thinking, problem
solving, and decision making.
It is important that students be able to identify information they need
and locate it. This involves research skills such as identifying, locating,
classifying, organizing, sequencing, and evaluating information.
Before problems can be solved, information must be analyzed and evalu
ated. Thinking skills include working inferences about information, seeing
similarities and differences, and draining conclusions. These thinking skills
should be taught continuously. (Caissey)
Steps in the decision-making process should be deliberately practiced so
students learn how to make intelligent decisions. The steps in the decision
making process could include clarifying the nature of the decision, identify
ing choices, collecting data, selecting the most appropriate alternative, and
evaluating the decision made.
Students must also learn the problem-solving process until it becomes
routine. The steps could include defining the problem, collecting data, form
ing a hypothesis, evaluating, and applying conclusions.
Learning these information-processing skills should involve learning
how to use the computer in a systematic manner. First, students must be
taught about the role and importance of computers and technology in our
society. Second, computer ethics issues such as privacy and copyrights must
be taught. Third, students should learn how to use a computer, especially by
developing skills of word processing and learning how to create a database.)
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According to Gail Caissey, educators need to review the existing curricu
lum. to see how these information-processing skills might be integrated.
Business and industry have recognized the need for employees who have
a background in the academic basics, who can communicate with one another,
and who are competent in the basic technical skills of the occupation. The
economy has changed its focus from production to service to information;
therefore, the workforce has become more diverse, and the required skills has
expanded. One researcher stated that the classroom of the future is one that
integrates academic and technical knowledge and skills within an applied
vocational learning model. (Kolde) One of the national goals for education by
the year 2000 is that every adult American will be literate and will possess
the skills necessary to compete in a global economy. (Gray)
Smaller employers prefer employees with a combination of sound aca
demic skills and vocational skills because small businesses cannot afford the
cost of very much on-the-job training.
According to the American Society for Training and Development, the
ability to teach oneself may be the most important occupational skill in the
future.

CHAPTER III

STUDENT HANDBOOK
WORDPERFECT 5.1

by
Patricia A. Grissom
April, 1992

A STUDENT HANDBOOK
FOR
WORDPERFECT 5.1

Let's Begin!
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TO THE STUDENT
The following WordPerfect Handbook will provide six lessons to build
your skills in WordPerfect 5.1. Do each lesson until they become routine.
At the end of the six lessons, you will be given a variety of documents to
complete which incorporate the commands you have already learned.
Instructions precede the documents or may be written on the documents.
The WordPerfect 5.1 Handbook is arranged so that you will be able to follow
start-up procedures, create, revise, delete, retrieve, center, underscore, print,
and copy a document.
There are intentional errors in some of the documents. Be watching for
misspellings, numbers written as figures instead of spelled out, inconsisten
cies, and inaccurate column totals, etc.
Keep your work organized and in a folder to return to your instructor
each day.
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GENERAL PROCEDURES
After completing Lesson 6, you are ready to practice the skills you have
learned. The directions for the remaining documents are:
1. Scan the entire document to note any instructions, unusual format consid
erations, and errors.
2. Format and keyboard the document.
a. Use standard formats such as a preset writing line and tab settings
to increase your efficiency. Note: Your line endings will probably
not be the same as those in the handbook.
b. When a year is shown as 19—, type the numbers for the current year
instead of the hyphens.
c. Use your own initials where reference initials are appropriate.
3. Proofread carefully.
4. Print the document.
5. Store the document until you finish all the assignments.
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Lesson 1
OBJECTIVES
Upon successful completion of Lesson 1, you will be able to:
1. turn on the computer,
2. insert disks in the disk drives,
3. change the logged disk drive,
4. key in text at a clear screen,
5. store a document on the disk,
6. retrieve a document, and
7. exit WordPerfect.
LOADING WORDPERFECT
When you sit down at your computer, you will follow basic loading steps.
1. Insert DOS into Drive A (if using a dual disk drive).
2. Turn on the computer.
3. Key in the date and time.
4. At the A> remove the DOS disk from drive A and insert the diskette
labeled "WordPerfect 1" and press any key.
5. Take the WordPerfect #1 disk out of Drive A and insert WordPerfect #2.
Press any key. The clear screen indicates that you are ready to begin
entering a document.
6. Insert your working disk into Drive B.
To load WordPerfect from a hard disk drive, complete the following steps:
1. Turn on the computer.
2. Wait for the C>
3. Insert your working disk.
4. Type WP
CREATING AND SAVING A WORDPERFECT DOCUMENT
At the clear screen you can begin entering information to create a
document.A document is any information you choose such as a letter,
memo,report, term paper, or table.
Saving a Document
To save the document on your work disk, press the F7 function key. When
you press F7 you will see the following message at the bottom left comer of
the screen:
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Save document? (Y/N) Yes
WordPerfect assumes you want to save the document and is answering the
question with yes. If you did not want to save the document, you would key
an N over the Y.
When you do this, the message turns to:
Document to be saved:
To respond to this message, you must know how to name documents.
Naming a Document
The name may be from one to eight characters in length and may contain
letters, numbers or both. A name can include either upper or lower case
letters. The document may not contain spaces.
You can extend your document name past eight characters by adding a period
to the end of the document name. This is called an extension. After the pe
riod, you can use up to three more characters. When you have entered the
document name, press the enter key.
A message will appear at the bottom of the screen telling you the document is
being saved. When the document is saved, you will get this message.
ExitWP? (Y/N) No
Exiting WordPerfect
If you want to create another document with WordPerfect, press the enter
key. If you are finished for the day and are ready to exit, key in a Y.
Always exit the WordPerfect program before turning off the computer.
Can you name the correct file names?
Lesson 1
Circle the items in the list below that are valid file names:
DOC1
12345
BUS23*
X 7ER34

Schwalbach
LETTER.19
LTR 2
DOC.1008
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REPORT33.LTR
3

12345 .REP
18.LETTER

Practice Loading, Creating, and Saving
1. Load the WordPerfect #1 disk in Drive A and close the drive door.
2. Load your formatted work disk in Drive B and close the door.
3. Turn on the computer.
4. Key in the date and press Enter.
5. Key in the time and press Enter.
6. At the A> key in B: and press Enter.
7. At the B>, key in A: WP and press Enter.
8. At the WordPerfect copyright screen, take out the WordPerfect #1 disk
and insert the WordPerfect #2 disk. Press any key on the keyboard.
9. At the clear screen, key in your document.
10. Save the document by pressing F7.
11. At the "Save document? (Y/N) Yes" question press Enter.
12. At the "Document to be Saved:" question, enter the name of your docu
ment and press Enter.
13. At the "Exit WP? (Y/N) No" question, press Enter if you want to continue
working with WordPerfect; key in Y if you are done and want to exit the
program.
Lesson 1/Exercise 1
SAVING AND EXITING A DOCUMENT
The backspace key may be used to correct immediate errors.
A filename may contain a maximum of eight characters and may have an
optional three-character file extension.
Filenames may be typed in either upper lower case.
After you name your document and press ENTER to save it, the status line at
the bottom left of your screen will ask, "Exit WP?" Typing "N" will clear your
screen while typing "Y" will exit you from the WordPerfect program and
return you to DOS prompt.
If you make a mistake and would like to begin again, follow keystrokes "To
Exit Without Saving".
EXERCERISE DIRECTIONS:
1. Begin the exercise at the top of your screen; press the return key twice to
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begin a new paragraph.
2. Correct only immediate errors by using the backspace key.
3. Save the exercise; name it TRY. (FT)
4. Clear your screen.

Key this exercise:
As you type, notice the "POS" indicator on your format line change as the
position of your cursor changes.
The wraparound feature allows the operator to decide on line endings, mak
ing a return unnecessary except at the end of a paragraph or short line. Each
file is saved on a disk or hard drive for recall. Documents must be given a
name for identification.

TO SAVE AND CLEAR SCREEN
1. Press F7
2. Type Y (yes)
3. Type document name
4. ENTER
5. Type N (no) to clear
TO EXIT WITHOUT SAVING
1. Press F7
2. Type N
3. Type N
TO EXIT WORDPERFECT PROGRAM.
1. Press F7
2. Type N
3. TypeY
Exercise 2: Storing Text
Directions: Prepare your system to start a new document. Use the preset
margins and tabs. Correct an error by backspacing. Save the
exercise; name it SALES.
You are invited to visit our factory. Our sales have decreased on this item
over the past five years. That is because people have a taste for potato chips.
We look forward to your visit. We want you to set up a program that will
bring back an increase in sales for this product.
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Exercise 3: Storing Text
Directions: Prepare your system to start a new document. Use the preset
margins and tabs. Keyboard the paragraphs below. Correct
errors by backspacing. Save the Exercise; name it MEETING.
Our meeting is scheduled for 10:00 a.m. next Wednesday. We will discuss
opening another office. We will consider hiring another secretary. We want
to fill this as soon as possible.
I hope you can find someone for me. We want someone who is honest. She
will be in the front office where people visit. Be sure to get someone who
smiles easily. It makes everybody happy.
DOCUMENT RETRIEVAL
If you want to bring a stored document back to the screen to make revisions
and have exited Word Perfect, you need to enter the program again until you
have a clear screen. At the clear screen, press F5. F5 is the list Files func
tion key. When you press F5, the following message appears in the bottom
left comer of the screen:
Dir B\*.* (on a hard-drive system this will be A:\+.+)
Since you want to find a file on the disk in Drive B, press the Enter key.
At the bottom left corner is a list of commands available to you. The first
command is 1 Retrieve. To retrieve a document to the screen, move the
cursor with the cursor movement keys down to the document you want to
bring to the screen. Key in a 1 to indicate your choice. The document is
brought to the screen where you can make changes. Remember to save the
document again when you make the changes.
Practice Retrieving a Document
1. Follow the loading instructions until you have a clear screen.
2. Press F5, for List Files.
3. When Dir B:/*.* appears at the bottom of the screen, press Enter.
4. Move the cursor until it is resting on your document.
5. Press 1 to retrieve.
Refer to these steps as often as necessary when completing exercises. You
will soon find that the steps become automatic.
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Lesson 1
Exercise 4
RETRIEVING A DOCUMENT; DELETING TEXT
To combine two paragraphs into one, it is necessary to delete the returns that
separate the paragraphs. Place the cursor at the end of the paragraph after
the period and depress the "Del" key twice, or as many times as necessary to
bring the paragraphs together.
To delete a tab, place the cursor to the left of the indent and press the "Del"
key once.
Exercise Directions:
1. Start with a clear screen.
2. Retrieve SALES from your directory.
3. Using the procedures indicated, make the directed deletion.
EXERCISE 4: Retrieving a Document; Deleting Text
You are invited to visit our factory. Our sales have decreased on this product
over the past years. That is because people have a taste for potato chips.
(Press Del.) We look forward to your visit. We want you to set up a program
that will bring back a desire for this food.
TO DELETE:
A Character
1. Place cursor on character or space to be deleted.
2. Press Delete
A Word
1. Place cursor on word to be deleted.
2. Press Ctrl + Backspace
Remainder of Line
1. Place cursor on first character to be deleted.
2. Press Ctrl + End
Remainder of Page
1. Place cursor on first character to be deleted.
2. Press Ctrl & Pg Dn.
3. Type Y to confirm deletion.
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Using Block Highlight
1. Place cursor on first character to be deleted.
2. Press Alt + F4 (Block on)
3. Highlight text to be defined:
4. Press Delete
5. Type Y to delete block.
The block highlight is used when you have already saved your work and wish
to edit your work.

Exercise:
Directions:

1. Retrieve SALES
2. Use Block Highlight to delete "want you". Revise to say
"would like you".
3. Save
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Lesson 2
OBJECTIVES
Upon successful completion of Lesson 2, you will be able to
1. Retrieve and Print your documents.
Lesson 2
Exercise 5
PRINTING A DOCUMENT
Notes:
Check to see that the printer is turned on and paper is loaded.
When you are ready to print, be sure to hold down the Shift key while the F7
key is tapped. DO NOT press the keys simultaneously.
You will notice that your printed document will be right-justified or even
right margin. Justification causes large gaps between words to occur. Word
Perfect is defaulted to right-justify text.
Exercise Directions:
1.
2.
3.
4.
5.

Start with a clear screen
Keyboard the letter below.
Use the default margins.
With your cursor at the top of the screen, begin the date on Line 25.
Press the return key between parts of the letter as directed in the
exercise.
6. Print one copy of the exercise.
7. Save the exercise; name it BLOCK
8. Clear your screen.
9. Retrieve Exercise 4 and print.

Today's Date
Mr. Thomas Wheeler
Updike Mechanics Company
23 Cherry Avenue
Atlanta, GA 30315
Dear Mr. Wheeler:
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Congratulations! You have been selected as the outstanding employee of the
month.
The Committee that made your selection requires that you submit a photo
graph of yourself to your supervisor so that we can display your picture.
We look forward to honoring you at our Annual Awards Dinner on December
3.
Sincerely,
Paulette Manning
President

TO PRINT: Document on Screen
1. Press Shift + F7
2. Press P (Page)**
* If you hear a beep and see the message "action required in Printer Con
trol," your WordPerfect program has been set for "manual paper" feed.
Do the following:
Press Shift + F7
Press C
Select G (Go)

Exercise 6: Recalling and Deleting Text
Directions:

Make the necessary deletions.
Proofread.
Print a final copy in single spacing.

I cannot begin to tell you how very grateful I am for the help you gave me on
the job we did in Detroit.

You were so kind and supportive to me when I needed you most.

I shall never be able to repay you for the time you took from your very busy
schedule to help me succeed in this venture. Thank you so much.
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The only way that I shall ever be able to thank you, Richard, is to be of simi
lar service to someone who needs it in your area.

Exercise 7: Recalling and Deleting Text
Directions: Make the necessary deletion
Proofread
Print a final copy in single spacing.

This morning I was given an opportunity to purchase some very desirable
automobile and railroad stocks. The agent for House and Sons desires to
know the exact number of shares I want. She has 2,000 selling at $100 per
share. I cannot afford take 1,000. I can only afford to take 800 shares.

Exercise 8: Recalling, Inserting and Deleting Text
Directions:

Make the necessary revisions
Proofread
Print a final copy in single spacing.

I have just met with our senior vice president regarding your request for a
loan.
Your request for $3,000,000 was the highest we have ever had. It will require
considerable review and investigation before we can approve it. Further
more, it will have to be recommended by our senior investigating officers, Ms.
Susan Bennett and Mr. Robert Green. Financial approval will have to be
authorized by two vice presidents of this bank.
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Lesson 3
OBJECTIVES
Upon successful completion of Lesson 3, you will be able to:
1.
2.
3.
4.
5.

Underline
Use Bolding
View text
Center text
Horizontal and Vertical Center using Flush Right

Note: All exercises should be both horizontally and vertically centered.
Lesson 3
Exercise 9
BOLDING, UNDERLINING
Notes: In this exercise, you will center and underline "MEMORANDUM." If
a word is to be centered and underlined (bolded, depress Shift + F6 to
center; then follow steps to underline and/or bold.
Exercise Directions:
1. Begin the exercise at the top of a clear screen
2. Keyboard the memorandum below, bolding, and underlining where indi
cated.
3. After completing the exercise, proofread and correct any additional errors.
4. View your document.
5. Print one copy.
6. Save the exercise; name it MEMONEWS.

MEMORANDUM
To

The Staff

From:

Sue Harold

Date:

Current date

Subject:

Business Convention
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I strongly urge you to attend this year's Business Convention. In four days,
you'll pick up all the latest computer news and discover new ways to put your
computer to work — in the office, in the lab, in the studio, in the classroom or
in your home.
Here are some of the events you can look forward to:
Keynote Speakers. These speakers are from the computer world who will
offer you insights from industry. Application Workshops. There are three
two-hour learning sessions which will provide guidelines on software pack
ages.
If you are interested in attending, see Derek Breenan. He will pre-register
anyone who wishes to attend.

Exercise 10: Centering Text
Directions:

To center:

Prepare your system to start a new document.
Use the preset margins.
Keyboard and center each of the exercises that follow.
Proofread and correct any errors you may find.
Store the document and name it.
Print one coy.
press Shift + F6
AFTER-SCHOOL ACTIVITIES
Football
Baseball
Soccer
Tennis
Hockey
Drama
Ceramics
Woodworking
Swimming
Basketball
Gymnastics
Wrestling
Karate
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Exercise 11
Directions:

Prepare your system to start a new document.
Use the preset margins.
Keyboard and center each of the lines below.
Proofread and correct any errors you may find.
Store the document and name it.
Print one copy.
WORD PROCESSING GLOSSARY TERMS
Boiler plate
Bold Print
Centering
Copy
Decimal Tab
Format
Headers/Footers
Index
List/Merge
Move
Pagination
Pitch
Sub/Superscript
Variable Line Spacing
Variable Text
Wraparound

Exercise 12: Inserting a Center Instruction and Underscoring
Directions:

Make the necessary revisions
Proofread
Print a final copy
Center and underscore the Subject
Save the document and name it MEETING

Current date

Ms. Elaine Brown
165 East Fourth Avenue
Chicago, IL

31

Dear Ms. Brown:
Subject: Monthly Board Meeting
Our monthly Board meeting is scheduled for 8:00 a.m. on Wednesday. We
will discuss the question of opening a new office.
We will also discuss hiring another secretary. We want to fill this position as
soon as possible. I hope you can find a suitable person for me. We want
someone who is honest and kind. She will be in the front office; therefore, be
sure to get someone with a good personality.
Yours truly,

Alex Trudeau
Chairman
xx

Exercise 13: Inserting, Center, Underscore and Bold Codes
Directions: Recall MEETING
Make the necessary revisions
Proofread
Center and underscore
Print a final copy
After the second paragraph, insert, The candidate should possess the follow
ing skills:
Keyboard
Shorthand
Center and underscore
Computer
WordProcessing

Lesson 3: Exercise 14
HORIZONTAL AND VERTICAL CENTERING; USING FLUSH RIGHT
Notes:
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In this exercise, you will center individual lines of text and use the block
feature to center and flush right text.
To center or flush right a block of text, type the text at the left margin, high
light the block to be flush right or centered, and then insert the flush right or
center code.
Exercise Directions:
1.
2.
3.
4.
5.

Begin the exercise at the top of your screen.
Horizontally center and flush right text as marked.
Vertically center the exercise.
Print one copy.
Save the exercise; name it CONGRATS

Exercise 14
MORRELL AND CHASE
Is Pleased to Announce that
the following Associates will become
members of the firm
April 1,1992
DENVER

Steven M. Jones

NEW YORK

Arthur J. Williams

SAN FRANCISCO

Roberta W. Asher
Donna Newman
Michele T. McCabe
Thomas C. Singh
William B. Williams
and that the following
of Counsel will become members
of the firm on April 1,1992

LONDON
LOS ANGELES

Raymond T. Sedwick
Angela Coomer
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TO FLUSH RIGHT
Before Typing text
1. Press Alt + F6
2. Type text
3. ENTER
4. Repeat steps 1-3 for additional lines.
Existing text
1. Place cursor at beginning of text to be made flush right.
2. Press Alt + F4
3. Highlight text
4. Press Alt + F6
5. TypeY
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Lesson 4
OBJECTIVES
Upon successful completion of Lesson 4, you will be able to
1.
2.
3.
4.
5.
6.

Set tabs
Set margins
Change line spacing
Move text
Indent margins
Copy text

Format changes are grouped on the Shift + F8 command. When you press
Shift + F8 the Format menu is displayed with four submenus —Line, page,
Document, and Other.
To select margins, key in number 1 and then 7. Key in a new margin setting.
Press Enter. Key in the new right margin setting and press Enter.
To return to the document, press Enter twice.
If several lines are indented from the left, use the Indent key. (F4) Place the
cursor at the left margin and press F4; the cursor will move to the first tab
stop. To deactivate it, press the Enter key.

Lesson 4: Exercise 15
Directions:
1. At a clear screen, change the left and right margins to 1.5 inches.
2. Key in the information below.
3. Save the document and name it Ex. 15.

A professor of statistics at the University of Virginia, August Dvorak, de
signed a new keyboard arrangement which he called the Dvorak keyboard.
He patented his design in 1936.
Professor Dvorak conducted research in motion studies. Based on his re
search he determined that the standard keyboard (Qwerty) was designed to
slow down the typist. He designed his own keyboard based on the statistics
he gathered.
As he watched people type, he noticed that the left hand was used more than
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the right hand and that the typist's fingers frequently had to jump up and
down over the middle row of letters, greatly slowing the speed.

Lesson 4: Ex. 16
Directions:
1. Retrieve Ex. 15
2. Move the cursor one blank line below the last paragraph.
3. Change the left and right margins to two inches.
4. Key in the information below.
5. Save Ex. 15. Answer yes to the "Replace" question. Print Ex. 15.
The Dvorak keyboard, with the emphasis on the home row keys, was
considered revolutionary. Dvorak claimed that typists improved in
speed and accuracy ranging from 35 to 50 percent.
Dvorak typists regularly won typing competitions in the 1930s, and
1940s. The reigning "World's Fastest Typist," Barbara Blackburn,
uses a Dvorak keyboard. She types an amazing 170 words per minute!

Lesson 4: Exercise 17
Directions:
1. At a clear screen, key in the information below. Use the Indent Key, F4 to
indent the enumerated items.
2. Save the document and name it Ex. 17. Print Ex. 17.

December 3 ,1 9 -

Mr. Roger Bertram
123 Elm Street
Simmer, WA 93098
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Dear Mr. Bertram:
Choosing a computer for personal and business use can be frustrating and a
little overwhelming. We would like to provide you with information to help
alleviate some of that frustration. A computer system generally consists of
five components.
1. CKU: Information is processed in the CP4 (Central Processing Unit). It
is the intelligence of the computer.
2. Monitor: The monitor displays the information of a program and also
displays what is being entered at the keyboard.
3. Keyboard: The keyboard is used to input information to the computer. In
addition to letters, numbers and symbols, most keyboards have function
keys, cursor movement keys, and a ten-key pad.
4. Disk Drives: The disk drive spins a disk and reads information from it.
5. Printer: To obtain a hard copy of documents, you must have a printer.
Printers vary in speed, quality of print, and price.
Come in any time for a free demonstration.
Sincerely,

Roland Prasad
Manager

Lesson 4: Exercise 18
Setting Tabs
The format command, Shift + F8 allows you to change tab settings as well as
margin settings.
Key in a 1 to select Line. Selection 8 is used to change tabs.

Directions:
1. At a clear screen, change the left and right margins to 2 inches. Press
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Shift F 8 ,1, and 8.
2. Delete all tabs. Press Ctrl + Enter. Set a left tab at 3 and 4.2 inches.
3. Key in the business letter below.
4. Save the document and name is Ex. 18. Print Ex. 18.

January 2 3 ,1 9 -

Ms. Samantha Spooner
White Lake High School
13254 —147th Avenue East
Tacoma, WA 98498
Dear Sam:
I am sorry that you missed the WSBEA Fall Conference. The guest speakers
were excellent! The sessions included relevant topics and up-to-date com
puter information.
The following is a list of the seven best-selling word processing software
programs. The guest speaker got his information from a current computer
periodical.
N o .l
No. 2
No. 3
No. 4
No. 5
No. 6
No. 7

Writer’s Edge
Magic Pen
Word Enhancer
Write Right
Write Way
PowerWrite
Words Galore

I hope this is the information you needed. The spring conference is coming
up in a few months. Will you be attending the conference?
Sincerely,

Marcia Neddleman
Instructor
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Lesson 4: Exercise 19
Move and Copy Text
Directions:
1. Retrieve Exercise 18. Make the changes indicated below. Use the Move
and/or Block Commands to move and delete paragraphs. Move cursor to
second paragraph, second sentence. Access the Block command, Alt + F4.
Move cursor to end of text to be moved. Access the Move Command, Ctrl +
F4. Select 1, Block. Select 1, Move. Move the cursor to the new location
and press Enter.
2. Save Ex. 19. Answer no to the "Replace" question. Name the document
Ex. 19. Print one copy.
Follow the same basic steps to copy text to a new location in a document.

Lesson 4: Exercise 20
Directions:
1. Create a document; name it LOG.
2. Use the preset margins and tabs.
3. Format the document below and copy the body three times on the same
page.
4. Proofread and correct any errors.
5. Store the exercise.
6. Print one copy.

CORRESPONDENCE SECRETARY'S DAILY LOG
D ate_____________________________
Originator________________________ Department________________________
Input Method_____________________ Document Type_____________________
Number of Pages__________________

Completion Time___________________
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Lesson 5
OBJECTIVES
Upon successful completion of Lesson 5, you will be able to
1. Change the page breaks
2. Supply Headers on multi-paged documents
3. Supply Footers on multi-paged documents
To insert a page break, move the cursor to the position where you want the
page to break, hold the Ctrl key and press Enter.

Lesson 5:
Exercise 21
Directions:
1. At a clear screen, access the Format: Page menu. Change the top margin
to 1.5.
2. Change the line spacing to 2.
3. Key in the information below. (Although the text appears single spaced,
your document should appear double spaced on the screen.) Use boldface
and underline features as indicated.
4. Save and name the document Ex. 21. Print Ex. 21.

DVORAK KEYBOARD EFFICIENCY - FACT OR FICTION
To provide an historical perspective for this report, I have included a
brief history of the evolution of the typewriter.
The First typewriter patent was issued by Queen Anne of England in
1714 to Henry Mill. Unfortunately, the machine he developed could not be
turned into a workable model.
During the 19th century, inventors in both the United States and Europe
developed typewriters in a variety of styles and shapes. Finally, in 1868, a
working model was developed by Christopher Latham Sholes, a Milwaukee
newspaper editor, politician, and printer. A gunsmith and swing-machine
manufacturer, Remington and Sons, accepted the Sholes machine for manu
facturing and produced the Remington Model NO. 1 in 1874.
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It is said that Shole's original design for placement of the typewriter keys
was chosen to slow down the typist by placing commonly used keys in sepa
rate sections of the keyboard. This was done to ensure that the mechanical
type bars would have enough time to fall back into place before the next
keystroke had a chance to jam two bars together. This design is commonly
called the "Qwerty" keyboard after the first six letters on the top row of al
phabetic keys.
In the early 1930s, August Dvorak, a professor of statistics at the Univer
sity of Washington, designed a new keyboard arrangement which he called
the Dvorak keyboard. He patented his design in 1936. His design ironed out
the inefficiencies he saw in the Sholes arrangement.
In the home row, he put vowels on the left hand and the most commonly
used consonants on the right hand. The top row contained those least used.
Dvorak claimed that 70 percent of the typing would be done in the home row
and that 35 percent of the most commonly used words could be typed using
only the home row, with almost no finger motion.
In her article, "The Dvorak Keyboard, WSBEA Quarterly, Cecilia
Shearson states, "In an average work day, a Qwerty typist's fingers travel the
equivalent of about 16 miles on the keyboard while a Dvorak typist's fingers
will travel about one mile."
Professor Dvorak asserted that the Qwerty typist's fingers travel from 12
to 20 miles in an average work day, whereas the Dvorak typist's fingers
travel just over a mile. The lack of precision made it difficult to deduce an
exact ratio. However, Dvorak states that finger motions were reduced by
more than 90 percent, implying a distance ratio of 10 to 1.

Lesson 5: Exercise 22
Creating A Header/Footer
Complete the following steps to insert a header and footer.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Key in the document. Move the cursor to the beginning of the document.
Access the Format: Page menu, Shift F8, 2.
Press 3 to select Headers.
Select 1, Header A.
Select 2, Every Page; Select 3, Odd Pages; Select 4, Even Pages
At the Clear screen, key in the header at the left margin.
Press the Exit key, F7. This takes you back to the Format: Page menu.
Press 4 to select Footers.
Select 1, Footer A.
Select placement of footer as in step #5.
Press F7 twice to return to the document.
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Lesson 5
Exercise 22
Directions:
1. Retrieve Exercise 22
2. Move the cursor to the beginning of the document and create a Footer A at
the left margin that prints on every page and reads DVORAK KEY
BOARD.
3. Save and print Exercise 22.
4. Create a Header A at the left margin that prints on every page and reads
HISTORY OF THE TYPEWRITER.

42
Lesson 6
OBJECTIVES
Upon successful completion of Lesson 6, you will be able to
1. Create a primary file with variable data identified.
2. Create a secondary file with records, and
3. Merge a primary and secondary file to create a personalized form letter.
Notes:
The merge feature is used when creating form documents. One docu
ment contains the form letter with variable information (information that
changes with each letter. WordPerfect calls this the primary file. The other
document, which WordPerfect calls the secondary file, contains the variable
information.
The first step in creating a primary file, is identifying fields.
To help you understand how to create a primary file, key the following
letter.

March 3 ,1 9 -

Press Shift + F9

Select 1, Field —The name and address
will be Field #1
Press Enter four times.

Dear (Press Shift & F9)

Select 1, Field - The salutation will
be Field #2.
Press Enter twice.

The March meeting of the Maple Leaf Elementary School PTA will be held on
March 30, at 7:00 p.m. in Room 200.
Your participation in meetings is important; please plan to attend.
Sincerely,

Chris Chang
PTA President
xx: PTALTR.PF
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Save a primary file in the same manner as any other document. To help you
remember that it is a primary file, you may want to add an extension to the
document name. For example, you may want to call this document
(PTALTR.PF (for PTA letter, primary file)
After the primary file is created, you need to make another document consist
ing of a record for each family. Word Perfect calls this the secondary file.
To help you understand a secondary file, clear your screen and enter the
following records. This is a list of the families who are PTA members.
Mr. and Mrs. Jon Johnson
115 East Main
Selma, WA 98344 (Press F9 to End Field)
(Press Shift + F9 to End Record)
Mrs. Kim Tios
478 North Fifth
Selma, WA 98344 (Press F9 to End Field)
(Press Shift + F9 to End Record)
Can you enter the last two records?
Mrs. Le San Nguyen
240 South Elm
Selma, WA 98344
Mr. Stephen Donnally
854 West Third
Selma, WA 98344
When all the records have been entered, the document needs to be saved.
Name it something that tells you what is contained in the document, for
example, PTALIST.SF for PTA list, secondary file.

Merging the Files
To merge the documents, press CTR1 + F9, and then press 1 for Merge.
Key in the name you gave the primary file. In our example, you would key in
the name PTALTR.PF and press Enter. Key in the name you gave the sec
ondary file. In our example, it would be PTALIST.SF.) When the merge
process is complete, you will have the merged letters displayed on the screen.
Save the merged letters and print as you would any other document.
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Additional Documents for Practice
Directions:

Do each of the following documents.
Make revisions as indicated.
You decide the margins and tabs.
Print one copy for your instructor.

Test: Lesson 1 - Lesson 6
Directions: Type the letter in modified block style
Use 1.5 inch margins.
Print one copy for your instructor.
Center the subject line.

August 2,1 D'-

Mr. Christopher Faulk
125 Trival Court
Springfield, OH 22153
Dear Mr. Faulk:
YOUR CAPE COD VISIT
We received your letter of July 20 and are pleased that you have decided to
visit the Cape during September.
We have arranged for you to tour several of the lighthouses located on Cape
Cod. Enclose you will find an itinerary listing your hotels.
If you have any questions regarding your visit to the Cape, please call or
write me.
Cordially yours,
Triva Ann Chancy
Travel Consultant
xx
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Test: Lesson 1 - Lesson 6
Directions: Retrieve Exercise 21
Place a page break after the third paragraph and fifth
paragraph

Test: Lesson 1 - Lesson 6
Directions: Name the command that will perform the following functions.
Example: F3
Help
Command

Function

1 .________

Underline

2 .________

Tab Set

3. ________

Spacing

4. ________

Retrieve a file

5. ________

Print

6. ________

Page numbering

7. ________

Move

8. ________

Merge

9 .________

Margins

1 0 .________

List Files

1 1 .________

Headers or Footers

1 2 .________

Exit

13. ________

Delete Word

14. ________

Center

15. ________

Cancel

16. ________

Bold

17. ________

Block Move/Copy (Block on)

18. ________

Tab Align

19. ________

Margin Release

20. ________

Flush Right
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DOC. 1.1

To:

Service Representatives

From:

Nancy Smith

SUBJECT: Continuation of Medical and Dental Coverages
This memo is to inform you of the guidelines for SEIB Medical and Dental
coverages under new federal law PL99-272, the Consolidated Omnibus
Budget Reconciliation Act (COBRA). Your policyholders will be asking ques
tions about this so keep this memo handy. If you have questions, just call me
at Ext. 443.
The new law applies to all eligible employees and will become effective on
July 1,1986.
Self-payment of premium will be according to the following guidelines:
1. Employees may continue their coverage for up to 18 months following the
month in which the employee's employment is terminated.
2. Dependents of employees may continue their coverage for 36 months
following the month in which the employee dies, the spouse becomes
divorced, or a child is no longer a dependent child.
3. The coverage may be for Medical only or for Medical and Dental.
4. It is the employees responsibility to notify the employer of the divorce of a
spouse.
5. Payment of premium must be made within 30 days of the date that the
coverage began.
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DOC. 1.2

To:

Sales Staff

From:

Peggy Stevens, Sales Manager

Date:

(current)

SUBJECT: Meeting on Hard Disk Drives

Steve White has prepared an overview report on hard disk drives to share
with all of you. There is a useful chart comparing the hard disk drives we
sell. Please pick up your copy from Sue and be prepared to discuss it at the
next staff meeting.
Please share this information with any of your customers who have little hard
drive knowledge.
At the meeting, we'll decide if anything should be changed. When it meets
with your approval, we will pass it on to your customers. Please give us an
estimate of the number of copies you'll use in the next 12 months so we can
give Sue a total at the meeting.
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DOC. 1.3

TO:

Geraldine Burgoon

FROM:

Jack Sanyo

DATE:

(current)

SUBJECT: Safe Box

Here is the proposal of the package marketed by "Safe Box Accounting."
The following is a summary of the estimated cost of this project:

PROJECT COST
Package software
Training
Installation
Customization of the project
Customization with vendor
Subtotal

$60,000
4,200
25,000
24,745
22,000
$135,945

Estimated conversion cost

76,000

Misc.

15,000

TOTAL

$226,945
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DOC. 1.4

WOMEN IN BUSINESS

According to the Statistical Abstract of the United States: over 39
million women are part of the U.S. civilian labor force. Of all women in the
United States, 48 percent are participating in the labor force. An estimated 6
percent of all women in business are in managerial positions. Although 6
percent seems relatively low, the number of women in positions of manage
ment is at an all-time high. Women are now better educated and must help
in the support of a family.
As more women enter management positions, positive models for aspir
ing women are emerging. Women will be a vital force in the corporate soci
ety.
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DOC. 1.5

HARD DISKDRIVE SPECIFICATIONS

FORMATTED
CAPACITIES

AVERAGE
ACCESS
TIME

MOUNTING

AT10

10Mb

85

int.

AT20

20Mb

80

int.

Hardisk 20

20Mb

80

int.

XTRA

10Mb

40

ext.

XXTRA

40Mb

30

ext.

MAKE/
MODEL
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DOC. 1.6

Date

Mr. John M. Montgomery
Officer Supervisor
Noyes, Banhart and Bruce
Boise, ID
Dear Mr. Montgomery:
You have done an excellent job with your first draft of a new office manual. I
suggest only one change: Add a page to your first chapter to explain to the
staff how important business letters are to the firm.
Explain that the process begins with the creation of a favorable first impres
sion. A letter that is well placed on a page, typed with clean type, and free of
poor corrections and smudges helps to create that impression.
Finally, Mr. Montgomery, emphasize to your typists that their skill, com
bined with their ability to use language well, makes them a vital link in the
company's chain of communications.
Sincerely,

Ms. June Hayman
Consultant

52
DOC. 1.7

AGENDA
Weekly Sales Staff Meeting
DATE

Quarterly Sales Report
Product
Salesperson

Sharon Swank

Setting Goals

Sharon Swank

Plans for Regional Computer Expo
Booth
Coverage
Tickets

Tracy Myers

Report on Hard Disk Drives
Discuss Additions and Changes

Fred Douglas

Agenda for Next Meeting

Sharon Swank

Other
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Review of Commands
Block.............................................................................................................. AltF4
Block Move/Copy (Block on)................................................................... Ctrl + F4
B o ld ......................................................................................................................F6
Bottom M argin..................................................................................... Shift F8, 2
Cancel...................................................................................................................FI
Center...................................................................................................................F6
Center Page Top to Bottom................................................................... Shift F8,2
Copy (List Files)................................................................................. F5, Enter, 8
Delete.......................................................................................................... Del Key
Delete to End of L in e........................................................................... Ctrl + End
Delete W ord ............................................................................... Ctrl + Backspace
E xit.......................................................................................................................F7
Flush Right................................................................................................Alt + F6
Headers or Footers............................................................................... Shift F8, 2
H elp......................................................................................................................F3
Indent...........................................
F4
List Files..................................................................................................F5, Enter
Margin Release.................................................................................... Shift + Tab
Margins...............................................................................................Shift + F 8 ,1
Merge.............................................................................................................. Ctrl +F9
Merge Codes................................................................................................ Shift +F9
Merge (End Field)...............................................................................................F9
M ove............................................................................................................... Ctrl +F4
New page num ber............................................................................. Shift + F8, 2
Page Numbering................................................................................ Shift + F8, 2
Print a Document.............................................................................. Shift + F7, 3
Print (List Files)................................................................................. F5, Enter, 4
Retrieve.................................................................................................Shift + FI 0
Spacing............................................................................................... Shift + F 8 ,1
Tab Align..................................................................................................Ctrl + F6
Tab Set............................................................................................... Shift + F 8 ,1
Underline............................................................................................................F8
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Word Processing Glossary
BOLD PRINT

The system will overstrike characters so they look larger and
darker (bolder).

CENTERING

May be performed automatically between margins and/or
around a point.

COPY

The system will automatically copy a designated block of text
to another storage location without affecting the original
document.

DECIMAL TAB

The system will automatically align columns of decimal figures
on the decimal point.

DOCUMENT
ASSEMBLY

The system will combine selections from pre-recorded text to
form a new document.

FORMAT

Includes page size, tab settings, margin settings and line
spacing. Once the format is set, it may be recorded and recalled
for future use at the operator's discretion.

GLOBAL SEARCH
& REPLACE

The system will search for repeated occurrences of a character
string (word or words) and replace it with another character
string automatically or by operator-selected replacement.

HEADERS/FOOTERS

The system will place text at the top or bottom ofeach document
page. The operator specifies the header or footer once (usually
a document title, company name, page number or confidential
requirement) and it is automatically added to each page during
printout.

INDEX

Listing of the documents recorded on a diskette which may be
viewed.

JUSTIFICATION

Text printed with an even right-hand margin.

MERGE

The system will combine a standard document with a variable
document to create new documents.

MOVE

The system will automatically move a designated block of text
to another storage location. Moving text will remove it from its
original location.

PAGINATION

Division of a multi-page document into pages of requested
length.

PITCH

Size of the typeface which will determine the appearance of the
final output. Most word processors offer 10,12,15 pitch and
proportionally-space output.

REPAGINATION

Automatic change of page endings as a result of text inserted
or deleted within a document or a changed page length.
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VARIABLE LINE
SPACING

The system will permit different line spacings (single, double,
triple, etc.) without performing physical setting changes on the
printer.

VARIABLE TEXT

Text of a changing nature, such as inside addresses, which may
be combined with other text, such as selected paragraphs, to
form new documents.

WRAPAROUND

The system will automatically decide on line endings, making
the use of the return key unnecessary except at the end of a
paragraph or a short line.

56

CHAPTER IV

RESULTS

The WordPerfect 5.1 handbook will be used during the laboratory period
for the Clerk-Typist Program.
Students have to wait for instructions before proceeding with their as
signment; therefore, this author thinks that the handbook would enable
students to proceed with the assignment without loss of time.
The Review of Related Literature revealed that computers provide indi
vidualized instruction in which students use their own learning styles.

In

addition, the computer contains no biases or uniform expectations for all
students. The student also has an unlimited number of trials with consistent
feedback. It was also found that the use of the computer limits discipline
problems because students spend more time on task and seemed more inter
ested in learning.
Research has also shown that the curriculum and teaching of successful
programs must be different from what is usually offered in the high school
curriculum.
Based on the review of literature and experiences of the author, a Word
Perfect 5.1 student handbook is recommended for a Clerk-Typist program.
The student handbook is divided into six lessons which includes creating,
setting margins and tabs, deleting, printing, and merging documents.
It is felt that the student handbook assists the student in learning Word
Perfect 5.1 by incorporating written instructions with a hands-on learning
experience.
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